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INTRODUCTION 


This  handbook  is  designed  to  give  local  school  boards  professional  help  when 
developing  local  board  policy.  It  consists  of  policy  guidelines  assembled  and  re- 
viewed by  a  special  committee  of  educators. 

This  handbook  is  the  result  of  many  requests  by  local  school  boards  and  county 
superintendents  who  needed  assistance  in  developing  board  policies.  The  suggestions 
herein  represent  numerous  hours  of  research  and  study  of  policy  handbooks  from 
many  Montana  school  districts. 

These  sample  policies  are  presented  to  help  boards  of  trustees  conform  with  the  laws 
of  Montana  and  the  Board  of  Public  Education's  school  accreditation  standards. 
Those  samples  marked  "Optional"  are  provided  to  enhance  the  operation  of  the  total 
school  program.  Samples  marked  with  an  asterisk  (example:  227.53*)  are  policies  that 
may  be  included  in  contract  language.  Boards  of  trustees  should  feel  free  to  adopt 
and  adapt  the  suggested  policies  from  this  handbook  in  ways  that  will  meet  their  own 
needs. 

Although  it  was  difficult  to  keep  the  handbook  brief,  the  committee  felt  that  many  of 
these  policies  are  important  and  needed.  Again,  we  wish  to  emphasize  that  this  hand- 
book is  a  guide  for  you  to  develop  your  own  local  policies,  and  that  those  policies 
should  be  reviewed  each  year. 

Committee  Members 

Ralph  V.  Kroon,  Montana  Rural  Education  Center,  Western  Montana  College,  Dillon. 

Claudette  Morton,  English  Language  Arts  Specialist,  Liaison  to  County  Superinten- 
dents, Office  of  Public  Instruction,  Helena. 

Louise  Taylor,  Graduate  Assistant  Intern,  former  rural  supervising  teacher,  Bozeman. 

Review  Committee 

Rick  Bartos,  Staff  Attorney,  Office  of  Public  Instruction,  Helena. 

Judith  A.  Johnson,  Assistant  Superintendent,  Office  of  Public  Instruction,  Helena. 

Chip  Erdmann,  Staff  Attorney,  Montana  School  Boards  Association,  Helena. 
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VI 


ORGANIZATION  AND  PROCEDURES 


For  definitions  of  terms  used  below,  see  Appendix  A. 


200     Board  of  Trustees 


200.1  Philosophy 


The  trustees  of  School  District 


are  guided  by  the  conviction 


that  every  student  has  the  right  to  the  best  education  this  community 
can  provide.  Responsibility  for  this  rests  with  all  citizens,  parents, 
school  staff,  and  students,  with  the  ultimate  responsibility  for  direc- 
tion and  decision-making  assumed  by  the  board  of  trustees. 

The  board  will  exert  leadership  in  creating,  maintaining,  and  improv- 
ing the  school  for  the  children's  educational  needs  The  focal  point  of 
concern  in  our  school  system  is  the  student.  Organization,  staffing, 
programming,  teaching,  and  funding  should  all  be  developed  primari- 
ly and  basically  to  enhance  appropriate  opportunities  for  students  to 
learn  and  develop  — personally,  academically,  and  socially. 


200.2 


Goals 


To  help  students  transform  their  potential  into  actuality,  their  basic, 
quality  education  should  enable  them  to: 

1.  find  joy  in  learning 

2.  communicate  ideas,  knowledge,  thoughts,  and  feelings 

3.  reason  critically  and  creatively 

4.  assume  social  responsibility 
5  further  their  creative  ability 

6.  be  effective  in  a  changing  world 

7.  develop  personal  responsibility 
8         learn  who  they  are  becoming 


201      General  Organization  of  the  Board 


201.1  Legal  Status 


The  board  of  trustees  of  School  District 


is  granted  authority  to 


adopt  and  enforce  school  policy  by  section  20-3-323  MCA  (Montana 
Codes  Annotated). 


201.2  Type  of  District 

201.3  Membership  and  Election 

.31  Number  of  members  and 

length  of  term 


.32         Date  of  election 


.33         Vacancies 


District 


is  a 


class  district 


The  board  of  trustees  of  School  District 


las 


members, 


each  of  whom   is  elected   for  a   three-year  term  (20-3-341,  20-3-351, 
20-3-354  MCA) 

The  election  of  school  trustees  is  to  be  held  each  year  on  the  first 
Tuesday  in  April. 

Whenever  a  trustee  position  becomes  vacant  before  a  term  has  ex- 
pired, the  remaining  board  members  shall  declare  the  position  vacant 
and  shall  appoint,  in  writing,  a  competent  person  to  fill  the  vacancy 
This  shall  be  done  within  sixty  (60)  days  of  the  vacancy 


1 


202     Power  and  Duties  of  the  Board  of  School  Trustees 


Reference:  20-3-324  MCA. 
202.1  Responsibility 

.12         Interpretation 
.13         Appraisal 


202.2  Duties  of  the  Board 


The  board  of  trustees  assumes  responsibility  for  the  educational  pro- 
grams and  related  services  of  School  District 

If  there  is  a  need  for  interpretation  of  board  policies,  the  board 
reserves  the  right  to  interpret  them. 

The  board  is  accountable  to  the  residents  of  the  district  for  all  aspects 
of  the  education  system  and  assumes  full  responsibility  for  regular  ap- 
praisal and  evaluation  of  that  system,  including  personnel  and 
facilities. 

All  duties  of  the  board  are  prescribed  by  law  and  include  the  follow- 
ing 

a         To  hire  and  fire  certified  and  noncertified  personnel 
b        To  operate  and  maintain  the  school's  instructional  services, 
c.        To  conduct  the  school's  fiscal  affairs. 

d        To  conduct  the  trustee,   mill   levy,  and  bond  elections  of  the 
district. 

e.        To  provide  transportation  for  schoolchildren 

f         To  assign  a  board  member  to  the  county  transportation  commit- 
tee if  so  requested  by  the  county  superintendent 

g        To  meet  in  regular  open  meeting(s)  to  handle  the  business  of  the 
school 

h        To  visit  the  school  annually  to  examine  its  management,  condi- 
tion, and  needs. 


203     Duties  of  Board  Officers 


Reference:  20-3-321  and  -325  MCA. 

203.1  Chairperson 

.12         Conduct  meetings 
.13         Call  special  meetings 

.14         Sign  warrants 


203.2 


Clerk 


The  chairperson  of  the  board  shall  preside  at  all  board  meetings. 

The  board  chairperson  shall  call  special  meetings  if  necessary  by  noti- 
fying each  member  in  writing  of  such  meetings  at  least  forty-eight  (48' 
hours  in  advance  of  the  meeting 

The  board  chairperson  shall  sign  all  warrants  issued  by  the  board  (Op 
tional:  Clerk  may  also  sign  warrants  ) 

The  clerk  shall  perform  duties  as  directed  by  the  board  in  compliance 
with  Montana  school  code  and  as  delineated  in  the  clerk's  job  descrip 
tion  (20-3-325  MCA)  (See  Appendix  E.) 


204     Meetings 


Reference:  20-3-322  and  -323  MCA;  2-3-203  MCA. 


204.1  Meeting  Policy 


.10         Open  and  regularly 

scheduled  (open  meeeting 
law) 


All  of  the  school's  business  shall  be  conducted  in  officially  scheduled 
and  conducted  meetings  held  in  the  school  building  No  school  board 
decisions  will  be  made  outside  of  a  meeting 

Board  meetings  will  be  open  to  the  public  and  will  be  regularly  schel 
uled  When  appropriate  the  chairperson  may  close  a  meeting  undei 
the  provisions  of  the  Montana  Open  Meeting  Law  (2-3-203  MCA). 


.11         Time  and  place  of  meeting     Regular  board  meetings  will  be  held  on  the 


_  of  each  month  al 
_  p.m  These  meetings  will  be  held  in  the  school  and  will  be  oper 
to  the  public. 


204.2  Agenda 


.21         Setting  the  agenda 
.22        Fixed  agendas 

a.  Annual  reorganization 

b.  Adoption  of 
preliminary  budget 

c.  Review  policy 

.3  Meeting  Preparation 

.4  Rules  of  Order 

.5  Order  of  Business 


204.6  Minutes  of  the  Meeting 
.61  Clerk's  duties 

.62  Board  access 

.63  Public  access 

204.7  Executive  Sessions 


The  board,  clerk,  supervising  teacher,  county  superintendent,  and 
citizens  may  contribute  to  meeting  agendas  by  notifying  the  clerk  of 
potential  agenda  items  forty-eight  (48)  hours  in  advance  of  the 
meeting. 

It  is  the  chairperson's  responsibility  to  set  the  agenda. 

As  prescribed  by  law  or  set  by  policy,  the  board  will  address  the 
following  annual  agendas: 

The  annual  reorganization  of  the  board  will  be  performed  at  its 
regularly  scheduled  meeting  in  April 

The  board  will  adopt  a  preliminary  budget  for  the  next  school  year  at  a 
public  meeting  to  be  held  on  the  fourth  Monday  in  June.  This  meeting 
will  be  held  in  the  regular  meeting  place. 

School  board  policy  will  be  evaluated,  reviewed,  and  revised  during 
the  board's  regular  meeting  in (date). 

The  supervising  teacher  and  the  clerk,  with  the  assistance  of  the  board 
chairperson,  will  make  all  preparations  necessary  for  board  meetings 

The  business  of  the  meeting  will  be  conducted  according  to  conven- 
tional parliamentary  procedure.  (See  Appendix  D.) 

Except  for  special  meetings,  the  order  of  business  shall  be  as  follows: 

a.  Call  to  order 

b.  Approval  of  minutes 

c.  Business  and  fiscal  concerns 

1.  Clerk's  report 

2.  Presentation  of  claims 

d.  Administrative  reports 

e.  Board  concerns  and  new  business 

f.  New  agenda  items  as  set  forth  by  the  board  chairperson 

g.  Adjournment 


The  clerk  shall  keep  accurate  and  complete  minutes  of  board  transac- 
tions (20-3-325  MCA). 

A  copy  of  these  minutes  and  the  meeting  agenda  shall  be  sent  to  each 
board  member  one  (1)  week  before  the  next  board  meeting 

A  copy  of  the  minutes  of  each  board  meeting  will  be  available  to  the 
press  within  five  (5)  working  days  after  their  approval.  The  minutes  do 
not  become  official  until  approved  by  the  board  (20-3-323  MCA). 

Board  chairpersons  may  close  a  meeting  when  they  determine  that  in- 
dividual privacy  outweighs  the  public's  right  to  know  or  when  discuss- 
ing litigation  or  collective  bargaining  strategy.  When  privacy  reasons 
prevail,  these  meetings  shall  be  closed  unless  one  of  the  parties  in- 
volved waives  his/her  right  to  privacy  and  requests  an  open  meeting 
(2-3-203  MCA). 


204.8  Quorum  and  Voting 


204.9  Adjourned  Meetings 


Votes  shall  be  cast  by  voice.  A  majority  of  the  board  shall  constitute  a 
quorum  (20-3-322  MCA). 

The  board  chairperson  may  adjourn  the  regularly  scheduled  meeting 
and  reschedule  it  for  another  time  if  for  some  reason  the  board  is 
unable  to  meet  at  the  regularly  scheduled  time.  Public  notice  will  be 
made  of  the  change. 


GENERAL  POLICIES  FOR 
FINANCIAL  MANAGEMENT 


225  Organization 


225.1 


Board  Responsibility 


225.2  Clerk  Responsibility 


226  Budgetary  Process 


It  is  the  board's  responsibility  to  determine  the  fiscal  needs  of 
school  district  and  to  request  voter  approval  for  funds  to  meet  th 
needs 

It  is  the  clerk's  duty  to  issue  warrants  with  board  approval  and 
count  for  the  expenditures  of  the  district's  revenues  on  a  mont 
basis. 


:: 


226.1 


226.2 


Preparation  of  Preliminary 
Budget 


Presentation  and 
Adoption  of  the 
Budget 


The  board  will  develop  the  district's  annual  budget.  It  may  solicit 
formation  and  assistance  from  the  county  superintendent,  supervis 
teacher,   and  others  who  might   have   information   pertinent  to 
district's  fiscal  affairs. 

The  board  will  adopt  the  preliminary  budget  on  or  before  the  fou 
Monday  of  each  June  (20-9-113  MCA). 


227  Accounting  for  Income  and  Expenditures 


227.1  Sources  of  Revenue 


227.2  Internal  Funds 


227.3  General  Fund 

Expenditures 

.31         Purchasing  agents 


.32         Advance  ordering 


.33         Bids 


The  district  realizes  revenue  from  district,  county,  state,  and  fede 
sources. 

All  monies  received  from  student  activities  and  other  internal  sour< 
(e.g.,    rent  of   space)  will    be   managed   and   accounted   for   by  t 

with  periodic  reports  of  that  management  subrr 

ted  to  the  board 

The  expenditure  of  funds  and  the  making  of  purchases  will  be  done 
the  following  manner: 

a.        The  supervising  teacher  shall   act  as  purchasing  agent  for 
necessary  instructional  supplies. 

b  She/he  shall  make  purchases  through  purchase  orders.  Board  < 
proval  must  be  obtained  for  all  purchases  greater  than  $ 

c.  Neither  certified  nor  noncertified  personnel  shall  make  schc 
purchases  on  their  own  authority  unless  granted  that  author: 
by  the  supervising  teacher  or  the  board. 

d.  The  clerk  shall  act  as  purchasing  agent  for  those  purchases  oth 
than  those  needed  for  instruction. 

e.  The  supervising  teacher  and  clerk  shall  work  closely  together, 
order  for  both  to  be  aware  of  school  needs  and  the  balances  ( 
isting  in  the  budget's  various  categories. 

In  March  of  each  year,  the  supervising  teacher  will  assess  the  instn 
tional  needs  of  the  upcoming  school  year.  Those  instructional  su 
plies,  texts,  and  pieces  of  equipment  needed  for  the  beginning  of  ti 
next  school  year  shall  be  ordered  by (date). 

Whenever  the  estimated  cost  of  supplies,  furnishings,  repair  woi 
etc.,  exceeds  seven  thousand  five  hundred  dollars  ($7,500),  the  boa 


.34         Petty  cash 


.35         Payment  of  claims 


.36         Payroll 


Each  classroom  teacher  will  be  allowed  $ each  school  year  to 

purchase  those  out-of-the-ordinary  supplies  needed  to  enhance  the  in- 
structional program.  This  money  shall  be  issued  by  warrant  

times  during  the  school  year.  A  teacher  shall  account  for  its  expen- 
diture by  giving  receipts  to  the  supervising  teacher. 

Before  claims  are  paid,  the  clerk  will  present  them  to  the  board  at  a 
legally  convened  meeting.  Each  claim  will  be  accompanied  by  an  ap- 
propriate invoice  Warrants  submitted  in  payment  of  claims  will  be 
signed  by  the  board  chairperson,  one  other  board  member,  and  the 
clerk 

All  employees  shall  be  paid  on  the of  each  month  in  accor- 
dance with  the  salary  schedule  and  contractual  agreement. 


Special  Fund  Expenditures 


The  board  shall  establish  budget  items  to  pay  for  special  expenditures. 


.41  Transportation 

.42  Food  service 

.43  Debt  service 

.44  Retirement  funds 


The  board  will  provide  for  the  cost  of  transporting  pupils  to  and  from 
school  as  provided  by  law 

(Where  applicable) 

(Where  applicable) 

Monies  shall  be  set  aside  in  each  annual  budget  to  pay  that  portion  of 
personnel  retirement  insurance  as  required  by  law  and  contractual 
agreement  (20-9-501  MCA). 


Insurance 


.51         Fire  insurance 


.52         Liability 


.53*       Personnel  health 
insurance 

OPTIONAL 


Student  insurance 

OPTIONAL 


School  trips 

OPTIONAL 


The  board  will  insure  the  plant  and  its  contents  against  loss  by  fire. 
This  coverage  shall  be  evaluated  annually  by  the  board  with  the  car- 
rier to  assure  adequate  coverage. 

Recognizing  that  the  staff  and  board  may  be  held  liable  for  some  oc- 
currence, the  board  will  protect  against  such  through  the  purchase  of 
liability  insurance.  The  board  shall  review  this  protection  annually 
with  the  carrier  (2-9-305  MCA). 


The  board  agrees  to  pay  $ 


toward  the  purchase  of  health  and 


accident  insurance  for  its  contracted  employees. 

.54         Student  insurance  The  board  may  allow  a  carrier  of  student  school  insurance  to  offer  in- 

dividual students  the  option  of  insuring  against  accidents  during  the 
school  day  or  while  on  school  trips.  Students  participating  in  school- 
sponsored  sports  must  use  this  service  or  show  evidence  of  coverage 
from  a  personal  policy. 

.55         School  trips  Short-term  trip  insurance  shall  be  purchased  to  cover  students  and 

teachers  when  traveling  on  school  trips.  The  cost  of  this  insurance 

shall  be  paid  by .  No 

child  or  adult  may  participate  in  a  school  trip  without  this  coverage. 

'o//cy  which  may  be  included  in  contract  language. 


GENERAL  ADMINISTRATIVE  POLICIES 


21  County  Superintendent 


The  board  recognizes  that  the  county  superintendent  shall  assist  it 
with  the  general  supervisory  responsibility  of  the  schools  in  counties 
where  schools  do  not  employ  a  building  administrator  (20-3-407  MCA) 
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251.1  Duties 

Reference  20 
-207,  and  210  MCA 


rhe  County  Superintendent  shall: 

a        Administer  the  oath  of  office  to  incoming  board  members 

b.       Oversee  the  district's  budget  and  compute  the  budgeting  rev 

nues  realized  from  tax  levies, 
c         Assist  the  board  with  teacher  supervision  and  evaluation  (20- 

207  MCA). 

d  Hear  and  decide  matters  of  controversy  that  could  not  be  r 
solved  at  the  district  level  (20-3-210  MCA;  Rules  of  Controversy 
copy  in  county  superintendent's  office). 


253  Supervising  Teacher 


253.1* 


Duties 


The  day-to-day  operation  of  the  school  shall  be  handled  by  the  super 
vising  teacher 

The  supervising  teacher  shall 

a         Provide  leadership  for  the  function  of  the  school  in  addition  tc 
her  his  teaching  duties 

b         Be  responsible  for  the  keeping  and  disposition  of  student  anc 
program  records 

c.        Act  as  purchasing  agent  tor  the  purchase  and  management  ot  in 
structional  and  program  materials 

d        Act  as  the  agent  of  the  board  and  carry  out  its  dictates 

(For  a  complete  list  of  the  duties  of  the  supervising  teacher,  see  Ap- 
pendix E.) 


POLICIES  GOVERNING  PERSONNEL, 
STUDENTS,  AND  GENERAL  PUBLIC 


300  Affirmative  Action  Policy 


The  policy  of  School  District 


shall  be  to  select  employee: 


as  needed  on  the  basis  of  merit,  training,  and  experience.  There  shal 
be  no  discrimination  against  any  employee  or  applicant  because  Ol 
race,  creed,  color,  national  origin,  sex,  or  age.  The  school  distnc 
recognizes  and  shall  abide  by  the  Title  IX  federal  mandate  where  ap 
plicable. 


301  Employment  Policy:  Certified  Personnel 


301.1 


Professionals  who  must  hold  valid  professional  certificates  or  license!] 
in  order  to  work  with  children  in  the  sc  hool  setting  shall  be  known  as 
certified  personnel 

All  teachers  shall  hold  a  valid  Montana  teaching  certificate  that  is 
registered  with  the  county  superintendent  (20-3-205,  20-4-202  MCA} 
Montana  School  Accreditation  Standards,  302  1). 

All  teachers  shall  file  with  the  county  superintendent  an  up-to-date 
copy  of  their  university  transcript  (Montana  School  Accreditation  Stan- 
dards, 302  4) 

Recruitment  and  Selection      When  a  position  becomes  vacant  within  the  district,  the  board  may 

advertise  and  file  notice  of  the  available  position  with  the  appropriate 
agencies. 
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301.2 


Screening 

OPTIONAL 


All  applicants  will  submit  a  letter  of  application  stating  their  qualifica- 
tions for  the  position  and  listing  references. 

A  screening  committee  (the  county  superintendent  and  one  board 
member)  will  submit  the  names  of  the  most  qualified  candidates  to  the 
board. 

The  board  shall  hire  all  certified  personnel  after  it  reviews  and/or  inter- 
views prospective  candidates. 


301.3 


Contract  Policy 


302  Conditions  of  Employment 


All  written  employment  contracts  will  be  signed  by  the  board 
chairperson,  the  district  clerk,  and  the  individual  being  hired 

Three  copies  of  the  contract  will  be  issued:  one  retained  by  the 
employee;  a  copy  on  file  with  the  county  superintendent,  and  the 
original  returned  to  the  district. 

All  contracts,  if  accepted,  must  be  signed  within  twenty  (20)  days  of  is- 
suance and  the  original  returned  to  the  clerk  within  that  period. 


302.1* 


Time  Policies 


The  board  recognizes  certified  personnel's  right  to  negotiate  the  con- 
ditions and  compensation  of  employment  with  the  district,  while  re- 
taining its  legal  authority  to  be  the  final  decision-maker  in  district  mat- 
ters. The  board  shall  enter  negotiations  in  good  faith 

District  policies,  as  framed  by  the  board  in  the  legal  pursuit  of  its 
duties,  become  part  of  the  conditions  of  employment 

Teachers  will  be  on  duty  for  one  hundred  and  eighty  (180)  instructional 
days  and  up  to  seven  (7)  pupil  instruction-related  (PIR)  days. 

Teachers  are  to  be  at  school  one-half  (Vi)  hour  before  the  instructional 
day  begins  and  remain  at  school  one-half  (Vi)  hour  after  the  instruc- 
tional day  ends. 

Each  teacher  shall  post  a  daily  and  weekly  instructional  schedule  in  a 
prominent  place  in  the  classroom 


Each  teacher  will  be  assured  of 
week  for  planning. 


minutes  of  release  time  each 


302.2*         Leave,  Absences,  and 
Resignations 


.21*        Optional  Policies 


If  a  teacher  must  be  absent  from  school,  he/she  must  notify 

by so  a  substitute  may  be  called. 

Each  full-time  teacher  is  allowed days  of  paid  sick  leave  each 

year.  These  days  are  accumulative  up  to days.  If  leave  time  is 

requested  beyond  the  number  of  accumulated  sick  leave  days,  the 
board  may  grant  the  teacher  additional  unpaid  leave.  In  that  event, 
the  teacher  shall  be  responsible  for  paying  his/her  own  substitute 
Teachers  may  use  sick  leave  when  they  personally  are  ill  or  when  a 
member  of  their  immediate  family  is  ill. 


Each  teacher  shall  be  granted 
Each  teacher  shall  be  granted 
The  board  will  grant 


days  of  paid  personal  leave, 
days  of  paid  professional  leave, 
days  of  paid  bereavement  leave  if  the 


demise  of  an  immediate  family  member,  a  parent,  or  sibling  of  the 
teacher  occurs 


The  board  may  grant  a  tenured  teacher  a  year  of  sabbatical  leave.  This 
leave  is  to  be  granted  only  if  it  is  used  to  further  the  teacher's  profes- 
sional skills,  either  through  additional  schooling  or  extended  travel  If 
the  leave  is  granted,  the  board  will  enter  a  written  agreement  with  the 
teacher  setting  forth  terms  and  conditions 

The  board  will  give  the  teacher  the  opportunity  to  return  to  the  school 
the  following  year  at  the  place  on  the  salary  schedule  that  he/she  left 


7 


302.3  Permanency  of 

Employment 


302.4*  Compensation 


303  Staff  Development 


it.  unless  further  training  has  been  acquired.  In  that  event,  the  teacher 
shall  be  moved  horizontally  on  the  salary  schedule  but  will  not  accrue 
credit  for  experience. 

During  the  first  three  (3)  years  of  employment,  a  teacher  has  proba- 
tionary status  Probationary  teachers  will  be  notified  on  or  before  the 
fifteenth  (1  5th)  day  of  April  as  to  whether  they  will  or  will  not  be  con- 
tracted for  the  next  school  year  The  board  will  consider  evaluations, 
administrative  recommendations,  and  community  input  when  making 
its  decision  to  offer  a  contract  to  a  nontenured  teacher  (20-4-206 
MCA). 

A  teacher  receives  tenure  with  acceptance  of  the  fourth  consecutive 
contract  offered  by  the  board  If  the  board  decides  not  to  rehire  a 
tenured  teacher,  written  notification  of  that  decision  must  be  sub- 
mitted to  the  teacher  on  or  before  the  first  (1st)  day  of  April 

A  decision  not  to  rehire  a  tenured  teacher  must  be  based  on  good 
cause  Tenured  personnel  facing  dismissal  will  be  granted  all  rights  of 
due  process  under  the  law  (20-4-204  MCA). 

Certified  personnel  may  be  dismissed  during  the  contract  year  for  the 
following  reasons: 

nonperformance  of  duty 

reduced  district  employment  needs 

insubordination 


immoral  conduct 


Evidence  of  the  causes  of  dismissal  will   be  carefully  documented 
(20-4-207  MCA). 

The    board    and    teachers,    or    their    chosen    representatives,    shall 
negotiate  salary  and  fringe  benefits. 


The  board  recognizes  that  quality  teacher  performance  is  a  critical 
component  of  quality  education  To  enhance  the  quality  of  the 
teaching  staff,  the  board  will  provide  professional  supervision  and  op- 
portunity for  inservice. 


303.1  Formal  Supervision  and 

Evaluation 

.11         Goal  setting 


•12         Evaluation  procedures 

EXAMPLE 


Teachers  will  set  professional  goals  for  themselves  and  make  these 
goals  known  to  the  supervisor,  county  superintendent,  or  board 
chairperson  Efforts  toward  attaining  these  goals  will  be  a  part  of 
teacher  performance  evaluations 

Formal  evaluation  of  teaching  performance  shall  follow  these  steps: 

a  The  teacher  shall  be  notified  twenty-four  (24)  hours  in  advance  of 
the  evaluator's  arrival 

b  The  teacher  shall  be  given  the  opportunity  for  a  conference  with 
the  evaluator  before  teaching  is  observed. 

c.  The  teaching  will  be  followed  by  a  post-teaching  conference  dur- 
ing which  the  teacher,  evaluator,  and  the  teacher's  supervisor 
will  discuss  the  teacher's  performance. 

d.  A  written  documentation  of  the  performance  will  be  based  on 
the  evaluator's  observations  of  the  teaching  and  the  post- 
teaching  conference 

If  the  teacher  disagrees  with  the  evaluator's  comments,  he/she 
has  the  option  to  write  a  view  of  the  interaction  These  com- 
ments should  be  attached  to  the  evaluation  document  within 
one  (1)  week  of  the  observation 
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1.2  Standards  and  Tools 

OPTIONAL 


Both  teacher  and  evaluator  shall  sign  the  document  as  evidence 
that  the  teacher  has  seen  and  discussed  it  with  the  evaluator 

The  original  document  shall  be  left  with  the  teacher.  A  copy  shall 
be  kept  by  the  evaluator,  and  a  copy  shall  be  forwarded  to  the 
board. 

e.  After  all  formal  evaluations  have  been  made,  the  board  will  meet 
with  the  supervisor  and  teacher  to  review  the  evaluation  Both 
teacher  and  board  shall  have  advance  knowledge  of  the  nature 
of  the  formal  evaluation  and  the  supervisor's  recommendations 

If  the  teacher  feels  that  statements  or  recommendations  made  in 
the  evaluation  are  unjustified,  an  appeal  may  be  made  to  the 
board  The  teacher  may  also  submit  written  documentation  of 
the  supervised  events,  explaining  any  extenuating  circumstances. 
(See  grievance  procedure,  section  304  below  ) 

Evaluation  standards  and  the  tool  used  to  apply  them  shall  be  devel- 
oped by  a  committee  of  one  teacher,  selected  by  peers,  one  board 
member,  and  the  professional  supervisor  The  evaluation  tool  shall  be 
designed  to  help  teachers  set  goals,  attain  them,  and  improve  their 
teaching  performance. 

This  committee  shall  meet  annually  to  review  and  revise  the  evalua- 
tion tool 

The  final  decision  about  the  teacher  performance  rests  with  the  school 
board. 


3.3*         Frequency  of  Evaluation 


.31*       Schedule 


3.4*         Inservice 


>4  Grievances 


times  a  year,  and 


Nontenured   teachers  shall   be  evaluated 
tenured  teachers times  a  year 

Teachers  new  to  the  district  shall  have  their  first  evaluation  by 
(date). 

Inservice  shall  be  organized  and  planned  by  the  supervising  teacher 
with  the  aid  of  the  county  superintendent  and  (where  exists)  the 
evaluator  so  that  specific  needs  of  staff  members  can  be  met. 

Up  to  seven  (7)  days  will  be  included  in  the  school  calendar  for  pupil- 
related  inservice. 


Teachers  will  be  granted 


professional  days  of  leave  each  year 


for  professional  development 

A  year  of  sabbatical  leave  may  be  granted  to  a  tenured  teacher  to  fur- 
ther her/his  education. 

Teachers  are  encouraged  to  attend  professional  meetings  and  con- 
ferences. Teachers  have  the  option  of  not  attending  the  annual  session 
of  the  state  teachers  association.  A  teacher  may  elect  instead  to  work 
at  the  school  and  perform  duties  related  to  her/his  position  of  employ- 
ment without  loss  of  salary. 


)5  Substitute  Teachers 


If  a  personnel  grievance  should  arise,  the  parties  immediately  in- 
volved should  attempt  resolution. 

If  they  are  unable  to  reach  agreement,  the  supervising  teacher  shall  at- 
tempt resolution  If  this  does  not  resolve  the  matter,  it  may  be  ap- 
pealed to  the  board 

The  decision  of  the  board  of  trustees  will  be  final.  (See  Rules  of  School 
Controversy.) 


Substitute  teachers  must  be  certified  teachers 
Salary  for  substitutes  is  set  by  the  board  at  $ 


a  day 


The  substitute  will  follow  the  lesson  plans  of  the  teacher  and  will  cor- 
rect any  written  work  he/she  assigns 


Substitutes  arc  expe<  ted  to  assume  all  duties  of  the  teacher  for  whor 
they  are  substituting. 

Substitutes  are  expected  to  meet  the  schedules  of  the  regular  teachin 
staff 


325*  Employment  Policy:  Noncertified  Personnel 


325.1* 

.11* 


Application  and  Selection 
Advertising  options 


325.2V 


Substitute  Personnel 


325.3*         Compensation 


325.4*         Benefits 


325.5*         Conditions  of  Employment 
.51*        Supervision 

.52*       Type  of  employment 


.53*         Dismissal 


Classified,  or  noncertified,  personnel  are  those  who  provide  suppor 
services  to  the  main  function  of  the  school.  This  group  includes  but  i: 
not  limited  to  teachers'  aides,  cook,  custodian,  bus  drivers,  and  clerk 

It  is  the  board's  intent  to  hire  people  who  are  best  qualified  for  a  par 
ticular  job 

Options  for  filling  positions  are:  not  advertising,  advertising  in  district 
or  advertising  statewide. 

The  clerk  may  advertise  vacant  positions  within  the  district.  All  ap 
plicants  will  submit  a  letter  of  application  stating  their  qualification 
for  the  position  and  listing  references.  The  supervising  teacher  ant 
clerk  will  screen  the  applications  and  submit  the  most  promising  t( 
the  board.  The  board  will  conduct  interviews  and,  based  on  these  in 
terviews,  references,  and  qualifications  (including  training),  a  decisior 
will  be  made 

A  list  of  persons  qualified  to  substitute  for  noncertified  personne 
shall  be  kept  by  the  supervising  teacher,  who  is  responsible  fo 
contacting  a  substitute  for  the  employee  if  the  employee's  duties  mus 
be  performed  without  interruption  (e.g.,  bus  driver  or  cook) 

Substitutes    for    noncertified    personnel    shall    be    paid    $ pe 


Noncertified  personnel  shall  be  paid  monthly.  The  pay  day  is  the  da> 
after  the  regularly  scheduled  monthy  board  meeting 

Benefits  include: 


a.  Retirement:  All  noncertified  personnel  are  covered  by  Socia 
Security  and  shall  also  contribute  to  the  Public  Employees 
Retirement  System  as  established  for  Montana  p  u  b  I  i  < 
employees. 

b.  Insurance:  Noncertified  personnel  shall  have  the  option  of  join 
ing    the    district    group    medical    plan     The    district    will    pa\ 

$ toward  the  premium,  depending  on  work  status—  i.e. 

full-  or  part-time 

c.  Vacation:  The  custodian  will  accrue  vacation  days  at  the  rate  o 

per  month  (    per  year).  The  custodian  may  take  ac 

cumulated  days  of  vacation  after months  of  employment 

In  addition,  the  custodian  shall  have  customary  legal  holiday 
off  (i.e.,  Thanksgiving  Day,  Christmas  Day,  etc  ). 

The  cook  and  bus  driver  have  the  same  extended  school  holiday; 
as  certified  staff  and  students.  Vacation  days  as  such  do  not  ap 
ply  to  them. 


The  supervising  teacher  is  responsible  for  supervising  all  noncertifiec 
personnel  except  the  clerk 

Unless  an  individual  contract  is  issued  to  a  noncertified  employe* 
stating  a  definite  period  of  employment,  all  noncertified  employee 
are  hired  at  will  by  the  board 

Noncertified  personnel  may  be  dismissed  for  the  following  reasons: 

a.  unmoral  conduct 

b.  dishonost\ 

c.  thett 

d         refusal  to  follow  district  policy 
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Resignation 


Students 


).1  Due  Process 


).2  Admission 


.21         Nonresidents 


.22         Transfer 


0.3  Attendance 


.31         Dropped  status 


.32         Excused  absences 


e.  incompetence  or  unsatisfactory  performance  of  duties 

f  unauthorized  absence  or  chronic  tardiness 

g.  insubordination 

h.  inability  to  perform  job  duties. 

The  supervising  teacher  and/or  board  chairperson  and/or  clerk  shall  in- 
vestigate actions  that  have  necessitated  the  consideration  of 
dismissal,  and  shall  present  evidence  to  the  board.  The  board  will 
make  a  final  decision  about  dismissal  and  will  notify  the  employee  in 
writing  of  its  decision.  Dismissal  may  be  immediate  if  the  board 
chooses  to  make  it  so. 

Noncertified  personnel  who  wish  to  resign  must  give  the  board  two  (2) 
weeks  written  notice.  Before  they  are  issued  a  final  paycheck,  inven- 
tories of  equipment  must  be  checked  and  all  tools,  keys,  and  equip- 
ment must  be  checked  in  with  the  supervising  teacher. 


As  stated  in  the  district's  philosophy  of  education  (section  200  above), 
the  education  program  focuses  on  the  growth  of  each  student  and  en- 
courages the  development  of  an  individual's  full  educational  poten- 
tial. It  is  the  district's  intention  that  equal  opportunity  for  all  students 
be  provided  in  all  areas  of  the  education  program. 


The  school  exists  for  the  student  population.  The  school's  student 
body  includes  all  those  children  residing  in  the  district  between  the 
ages  of and . 


School  District  _ 
cess.  (See  Appendix  I.) 


School  District 


recognizes  the  rights  of  students  using  due  pro- 


_  shall  admit  to  school  all  children  who  are  six  (6) 
on  or  before  the  tenth  (10th)  day  of  September  of  the  year  in  which 
they  enroll. 

Nonresident  children  shall  be  admitted  to  school  as  permitted  by  law 
(20-5-102  MCA). 

School  district  policies  regulating  student  enrollment  from  other 
elementary  and  secondary  schools  are  designed  to  protect  the  educa- 
tional welfare  of  the  child  and  of  other  children  enrolled  in  the  public 
school  system. 

Any  student  transferring  into  the  district  shall  be  admitted  and  placed 
on  a  probationary  basis  for  two  (2)  weeks. 

During  the  probationary  period,  the  student  shall  be  observed  by  the 
classroom  teacher,  supervising  teacher,  and  county  superintendent.  If 
there  is  any  doubt  about  the  grade  and  level  placement  of  the  stu- 
dent, the  student  shall  be  the  subject  of  an  educational  assessment  to 
determine  appropriate  grade/level  placement. 

It  is  the  responsibility  of  parents  and  guardians  of  students  to  comply 
with  attendance  requirements;  therefore,  parents  or  guardians  of  all 
children  between  the  ages  of  seven  (7)  and  sixteen  (16)  will  cause  their 
children  to  attend  school  in  compliance  with  Montana  law  (20-5-102 
MCA). 

Any  student  who  is  absent  unexcused  from  school  ten  (10)  days  or 
longer  shall  be  dropped  from  the  rolls  When  the  student  returns  to 
school,  she/he  will  be  reinstated. 

The  supervising  teacher  and/or  teachers  have  authority  to  excuse 
children's  absences  from  school.  Illness,  medical,  dental,  legal,  or 
similar  professional  appointments  and  bereavement  all  constitute 
valid  reasons  for  being  absent  from  school. 
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.33         Prior  excused  absences 


.34         Written  excuse 


.35         Chronic  absence 


.36         Excessive  absence 


350.4  Student  Conduct 


.41         Supervision  of  students 

.42         Corporal  punishment 

.43         Suspension 

a.  Agent 

b.  Causes 

c.  Procedure 


350.5 


d.      Length  of  suspension 


e.  Appeal 

f.  Exception:  Special 
education 

Student  Activities 


Students  may  be  excused  for  absences  in  advance  if  they  have  ar- 
ranged with  their  teacher  to  satisfactorily  complete  preassigned 
classwork 

A  student  must  bring  a  written  communication  from  his/her  parent  or 
guardian  explaining  the  reason  for  absence  from  school,  unless  the 
absence  has  received  prior  approval. 

Chronic  absences  shall  be  investigated  by  the  supervising  teacher.  If 
necessary,  the  services  of  the  county  superintendent  in  the  role  of  at- 
tendance officer  will  be  employed. 


Students  who  miss  more  than 


percent  of  the  school  year  shall 


be  in  jeopardy  of  not  passing  on  to  the  next  grade 

All  rules  governing  student  conduct  shall  be  based  on  respect  and  con- 
sideration of  the  rights  and  property  of  others.  These  rules  shall  be 
developed  by  teachers  and  students  together  and  shall  be  made 
known  to  all.  They  shall  be  posted  in  the  school  office,  in  the 
classrooms,  and  in  a  copy  sent  home  to  parents.  Rules  of  student  con- 
duct will  be  reviewed  and  approved  by  the  board 

The  board  recognizes  that  an  inherent  component  of  good  student 
behavior  is  good  student  supervision.  Therefore,  students  shall  be 
supervised  during  all  parts  of  the  school  day,  including  recess  and 
lunch  periods. 

Corporal  punishment  shall  only  be  used  in  extreme  cases.  It  shall  only 
be  done  in  the  presence  of  a  witness  and  after  parents  or  guardians 
have  been  notified  that  it  is  to  occur  (20-4-302  and  MCA,  PL  94-142). 

The  board  has  the  authority  to  expel  or  suspend  pupils  from  school 
(20-4-302  and  -402  MCA,  PL  94-142). 

The  supervising  teacher,  acting  as  agent  of  the  board,  has  the  power  to 
suspend  pupils  from  school. 

Any  student  who  willfully,  flagrantly,  and  on  a  regular  basis  defies 
school  rules  so  that  others  in  the  school  are  denied  their  right  to  learn 
or  teach,  may  be  suspended  from  school. 

The  procedure  outlined  below  will  be  followed  if  suspension  of  a  stu- 
dent becomes  necessary. 

a.  A  conference  with  the  student,  teacher,  supervising  teacher,  and 
parent  will  be  held  to  outline  the  reasons  for  the  impending 
suspension.  NOTE:  The  student  shall  have  the  right  to  know  the 
charges  and  have  the  opportunity  to  present  his/her  side  of  the 
issue. 

b.  The  board  will  be  notified  by  the  supervising  teacher  of  the  con- 
ference and  its  outcome. 

c.  If  this  does  not  resolve  the  problem, 

1    The  student  will  be  sent  home  with  a  letter  stating  the 
time,  date,  and  nature  of  the  infraction 

2.  A  certified  letter  stating  the  same  information  will  be 
sent  to  the  parents. 

3.  The  chairperson  of  the  board  will  be  notified  by  the  super- 
vising teacher. 

The  suspension  will  be  for  ten  (10)  days  or  less.  All  missed  work  and 
time  will  be  made  up. 

Parents  may  appeal  the  decision  to  suspend  their  child  to  the  board 
See  PL  94-142. 


Extracurricular  activities  are  an  important  part  of  a  child's  education 
Participation  in  these  activities  is  a  privilege,  not  a  right.  The  boarc 
will    support    after-school    activities    to   the   extent    that    it    has    the 
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.51         Student  council 

OPTIONAL 


.52         School  newsletter 


.53 
.54 


.62 


.72 

.73 
.74 
.75 


Annual  events 


Student  fund  raising 


Student  Health 
and  Welfare 

School  nurse 


Sickness  or  injury  at  school 
a.  Emergency 


b.   Nonemergency 


c.  Communicable  disease 


Health  Records 
Immunization 

Growth  records 
Disease  and  injury 
Screening  results 
Handicapping  conditions 


resources  It  shall  encourage  student  participation  in  the  following  ac- 
tivities. 

The  student  body  shall  govern  itself  through  a  student  council  com- 
prised of  representatives  elected  from  each  classroom.  This  organiza- 
tion will  help  develop  schoolwide  rules,  discuss  and  solve  school  prob- 
lems, and  help  plan  and  conduct  school  activities  Through  this  ex- 
perience, many  aspects  of  democratic  action  can  be  learned 

(frequency)  school  newsletter  written  and  edited  by 


the  students  shall  be  published  to  keep  parents  informed  of  school  ac- 
tivities and  to  provide  an  outlet  for  creative  writing  activities. 

The  school  may  have  an  annual  Christmas  program  and  may  par- 
ticipate in  the  county  spelling  bee  and  the  county  track  meet. 

Students  may  organize  fund  raising  activities  for  special  needs  under 
the  direction  and  guidance  of  a  teacher 

The  following  policies  are  set  to  protect  the  health,  safety,  and  general 
welfare  of  the  students  of  School  District . 

The  county  public  health  nurse  shall  be  contracted  as  school  nurse 
and  shall  be  a  resource  person  to  the  teachers  on  matters  of  health 
and  welfare.  He/she  shall  visit  the  school  on  a  regular  basis. 


Parents  will  be  immediately  notified  of  an  emergency  If  the  parents 
cannot  be  reached,  the  board  empowers  the  supervising  teacher  to 
authorize  emergency  treatment  and/or  transport  the  child  to  the 
nearest  medical  facility. 

A  sick  child  shall  be  removed  from  the  classroom  and  put  to  bed  in  the 
sickroom. 

Parents  will  be  notified  and  asked  to  come  for  the  child. 

No  sick  or  injured  child  shall  be  sent  home  unattended. 

If  parents  cannot  be  reached,  the  child  will  remain  at  school  until  the 
parents  can  be  reached  or  until  the  school  day  ends. 

No  child  with  a  communicable  disease  shall  be  permitted  in  school 
nor  allowed  to  remain  in  the  classroom  if  she/he  becomes  ill  at  school. 

Students  may  return  to  school  following  illness  with  a  communicable 
disease  only  after  all  danger  of  transmitting  the  disease  to  others  has 
passed. 

Teachers  shall  keep  student  health  records.  These  records  shall 
become  part  of  the  student's  permanent  record. 

All  children  shall  show  evidence  of  current  immunization  protection 
against  communicable  diseases  as  recommended  by  the  Montana 
Department  of  Health  and  Environmental  Sciences,  except  as  ex- 
empted under  Montana  law  (20-5-403  MCA). 

Teachers  shall  record  the  height  and  weight  of  students  at  the  begin- 
ning and  end  of  each  school  year. 

Teachers  will  record  communicable  diseases  or  injuries  suffered  by 
the  child  during  the  school  year. 

Teachers  shall  record  the  results  of  vision  and  hearing  tests  and 
scoliosis  screening  on  the  health  records. 

The  district  will  provide  for  screening  to  identify  and  locate  students 
with  handicapping  conditions,  whether  they  be  physical,  emotional,  or 
intellectual 
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POLICIES  FOR  SCHOOL 
AND  COMMUNITY  RELATIONS 


375     School  and  Community  Relations 


37S  1 
.11 


.12 


Communications 
Parent/teacher  conferences 


Parent  visits  to  classroom 


.13 
.14 


375.2 
.21 


Media  reports 


School  news 


Citizen  Committees 
Study  committees 


.22         Parent  advisory  council 


375.3 


Use  of  School  Property 


Positive  relations  with  the  public  are  essential  to  the  school's  health 
The  board  will  strive  to  develop  programs  and  strategies  that  promoti 
open  communications  between  school  and  community  and  will  seel 
input  from  the  community  while  making  decisions. 

The  following  policies  encourage  parent  involvement  with  the  school 

There  shall  be  formal  parent/teacher  conferences  schedulec 

each  year.  In  addition,  parents  are  encouraged  to  request  visits  witl 
the  teacher  if  they  sense  a  problem.  Teachers  are  mandated  to  notif' 
parents  immediately  when  potentially  serious  student  problems  arise 

Parents  are  encouraged  to  visit  their  child's  classroom.  To  ensure  op 
portunity  for  observing  specific  classes,  the  parent  is  requested  t< 
notify  the  teacher  a  day  in  advance  of  the  visit. 

When  the  school  or  class  does  something  noteworthy,  the  supervisinj 
teacher  shall  request  local  media  coverage  of  the  event. 


The  school  shall  publish  a 


(frequency)  newsletter. 


Information  about  school  events,  schedules,  etc.,  shall  be  periodical!1 
sent  home  with  children. 


The  board  may  organize  citizen  study  committees  to  analyze  specify 
issues  of  interest.  These  committees  may  make  recommendations  anc 
advise  the  board.  However,  the  board  retains  the  obligation  to  mak< 
final  decisions. 

Teachers  may  serve  on  these  committees  at  the  board's  request. 

Parents  and  teachers  are  encouraged  to  form  a  parent  advisory  coun 
cil  as  an  agent  for  information  dissemination,  problem  solving,  anc 
fund  raising  for  special  events. 


The  facilities  of  School  District 


may  be  used  by  nonschoo 


groups  as  long  as  their  activities  are  of  a  civic  or  educational  nature 

Requests  to  use  the  school  shall  be  made  to  the  supervising  teache 
who,  as  an  agent  of  the  board,  has  the  authority  to  grant  permissior 
and  is  responsible  for  scheduling  the  use  of  the  facility  so  tha 
nonschool  use  will  not  conflict  with  school  use.  All  requests  will  be 
treated  equally. 


The  board  will  charge  a  base  fee  of  $ 
energy  and  a  refundable  deposit  of  $ 


to  cover  the  cost  o 

_  to  cover  the  cost  of  an1 
extra  cleaning  and/or  repair  that  might  result. 

Nonschool  activities  that  involve  children  shall  have  adequate  adul 
supervision. 

No  alcoholic  beverages  shall  be  allowed. 
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POLICIES  GOVERNING  SCHOOL 
PROGRAMS  AND  SERVICES 


DO     School  Organization 


School,  a 


01      Instructional  Program 


ing  grades  K-8,  is  organized  into 
teacher(s) 


class  elementary  school  serv- 
classroom(s)     served  by 


eference:  Section  403,  Montana  School  Accreditation  Standards. 


The  school  program  shall  include  instruction  in  the  following: 

a         Language  arts,   including  reading,  literature,  writing,  speaking, 
listening,  spelling,  penmanship,  and  English 

b.       Arithmetic,  written  computation,  and  problem  solving 

Science,  including  ecology  and  conservation 

Social    sciences,    including   geography,    U.S.    history,    Montana 
history,  and  economics 

Fine  arts,  including  music  and  art 

Physical  education,  health  education,  and  safety,  including  fire 
prevention. 


c. 

d. 

e. 

f. 


02      Meeting  Instructional  Needs 


It  is  expected  that  the  classroom  teacher  will  be  able  to  recognize  and 
teach  to  children's  individual  learning  needs. 

The  nature  of  the  rural  classroom  allows  the  teacher  to  use  cross- 
grade  grouping,  individual  instruction,  and  peer  teaching  to  meet 
these  needs. 


02.1  Special  Programs 

.11         Cooperatives 


The  board  has  contracted  with  the 


cooperative 


.12         Gifted  students 


102.2 


Field  Trips 


to  provide  services  for  students  with  handicapping  conditions  as  re- 
quired by  PL  94-142.  The  classroom  teacher  will  note  those  children 
who  might  need  the  co-op's  services,  request  the  necessary  testing  or 
instructional  services,  and  work  to  carry  out  the  strategies  needed  to 
instruct  the  student,  if  that  is  the  decided  plan. 

If  a  teacher  feels  a  student  may  be  gifted,  the  county  superintendent 
and  the  Office  of  Public  Instruction  should  be  contacted  for  help  in 
identifying  and  developing  programs  for  the  student 

The  board  encourages  the  use  of  field  trips  as  a  means  to  augment  in- 
struction 

To  ensure  that  a  field  trip  provides  maximum  learning,  the  following 
criteria  should  be  met: 

a.        The  subject  matter  of  the  trip  must  address  what  is  being  studied 
in  class 

b        The  field  trip  should  add  to  and  enhance  what  is  being  studied  in 
class. 

c.        Follow-up   of   some   kind  — e.g.,   a   discussion,   test,   written   re- 
port—should occur  after  returning  from  the  field  trip 

All  field  trips  must  be  approved  by  the  supervising  teacher,  who  will 
assure  that  the  trip  meets  these  criteria. 
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402.3  Resource  People 


403     Time  Allotments 


In  addition,  the  supervising  teacher  will  see  if  adequate  funds  ai 
available  for  the  trip  and  if  adequate  insurance  coverage  exists 

The  board  encourages  the  use  of  outside  resource  people  to  augmen 
and  enhance  instruction. 


Weekly   time  allotments  for  subjects   taught  are  flexible  (Montan, 
School  Accreditation  Standards,  section  403[i]). 


The  standard  school  day  for  grades  1-3  shall  be 


hours  long. 


The  standard  school  day  for  grades  4-8  shall  be  six  (6)  hours  long. 

.   Grades   K-3   shall   dismiss   a 


School   shall   commence   at 


Grades  4-8  shall  dismiss  at 


404     Classroom  Organization 
404.1  Class  Size 


404.2  Teacher's  Aide 


405     Progress  Reports 


The    multigraded    primary   (K-3)    shall    have    no    more    than 
students  per  teacher. 

The  multigraded  intermediate  grades  shall  have  no  more  than 

students  per  teacher. 

The  combined  7th  and  8th  grade  shall   have  no  more  than  

students  per  teacher. 

If  grouping  into  a  multigraded  classroom  must  be  made  across  tht 
grade  level  boundaries  listed  above,  the  class  size  will  be  determine< 
by  the  lower  grade  level. 

If  a  teacher  has or  more  grades  in  her/his  classroom  and  mon 

than students,  the  board  will  provide  the  teacher  with  the  ser 

vices  of  an  aide  (20-9-316  MCA). 


405.1 


Promotion  and  Retention 


405.2 


Assessment  of  Students 


Grades  for  the  core  curriculum  will  be  reported  as  Satisfactory  (S)  o 
Unsatisfactory  (U)  for  grades  K  and  1,  and  A,  B,  C,  D,  or  F  for  all  othe 
grades. 

Progress  reports  will  be  sent  home  every  nine  (9)  weeks;  however,  if  . 
student  is  in  academic  trouble,  the  teacher  is  mandated  to  notify  thi 
parents  at  once,  and  all  participating  parties  must  make  an  effort  t< 
rectify  the  matter. 

The  board  encourages  the  teacher  to  send  home  mid-quarter  reports  ii 
order  to  keep  parents  apprised  of  their  child's  progress. 

The  promotion  or  retention  of  a  student  is  a  decision  to  be  made  in  thi 
best  interest  of  the  child 

If  retention  is  being  considered,  the  decision  must  be  a  team  decisioi 
with  input  from  the  teacher,  supervising  teacher,  parents  and,  if  th- 
situation  warrants,  the  child.  It  must  be  made  on  the  basis  of  what  i 
deemed  best  for  the  child. 

The  board  encourages  teachers  to  use  a  variety  of  methods  to  asses 
student  performance. 

a.  Teacher-made  tests  are  encouraged  because  they  address  th 
specifics  of  the  curriculum  being  taught. 

b  Standardized  criterion-referenced  tests  may  be  used  to  asses 
skill  levels  for  all  curricular  areas  and  to  permit  individue 
diagnosis  of  learning  needs 

c.  Standardized  norm-referenced  achievement  tests  may  be  used  t 
compare  each  class  with  its  Montana  and  national  counterpart; 
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Psychological  and  intelligence  testing  of  an  individual  student 
may  be  requested  through  the  services  of  the  special  education 
cooperative  if  the  teacher  and  parent  sense  the  student's  need  is 
exceptional  These  tests  will  be  administered  and  interpreted  by 
professionals  trained  in  the  administration  and  use  of  such  tests. 


406     Student  Records 


406.1  Confidentiality 


Student  records  shall  include  cumulative  information  about  the  stu- 
dent's academic  progress,  test  results  and  interpretation,  growth  and 
health  conditions,  and  demographic  information  that  might  offer  in- 
sight to  teachers. 

Any  information  with  the  potential  to  harm  the  student  if  it  came  into 
the  wrong  hands  shall  be  kept  in  a  confidential  file.  This  information 
shall  always  include  psychological  and  medical  information  It  may 
not  always  include  information  on  family  background,  child  behavior, 
staff  reports,  or  teachers'  anecdotal  records. 

Confidential  information  will  not  be  released  to  any  outside  source 
without  written  permission  from  either  the  parent  or  guardian  or  the 
student  upon  age  of  majority 

Parents  have  full  access  to  their  child's  records,  including  the  right  to 
challenge  the  accuracy  of  information. 

To  ensure  the  safety  of  student  records,  they  shall  be  kept  in  the 
fireproof  vault  in  the  county  superintendent's  office.  Working  copies 
of  the  records  will  be  kept  at  the  school. 

The  supervising  and  classroom  teachers  are  mandated  to  treat  the 
privacy  of  these  records  carefully. 


407     Curriculum 


407.1  Learning  Environment 


407.2  Course  of  Study 


The  school's  curriculum  is  defined  as  that  set  of  activities  for  which 
the  school  accepts  accountability.  It  includes  the  instructional  pro- 
gram, school-sponsored  extracurricular  activities,  and  the  general 
learning  environment. 

The  teacher  shall  strive  to  establish  a  learning  environment  that 
stimulates  students'  thinking,  curiosity,  problem  solving,  and  love  of 
learning 

The  board  believes  that  the  systematic,  sequential  development  of 
skills  and  knowledge  is  important  to  student  development. 

This  curriculum  shall  be  under  periodic  scrutiny  to  ensure  its 
relevance  and  appropriateness. 

The  supervising  teacher  shall  appoint  a  committee  of  three  (3) 
teachers  to  systematically  review  instructional  curricula  and  support- 
ing materials.  This  committee  shall  review  each  subject  matter  area  on 
a  rotating  schedule  so  that  each  part  of  the  core  curriculum  is  re- 
viewed and  revised  on  a  periodic  basis. 

The  sequence  of  review  shall  be: 

1.  mathematics 

2.  reading  and  literature 

3.  language  arts,  spelling,  and  English 

4.  social  studies 

5.  science 

6.  arts  and  music 

7.  physical  education  and  health 
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407.3 


Selection  of  Materials 


It  is  the  board's  policy  to  select  materials  that  support  the  instruc 
tional  curriculum  with  care. 

Materials,  including  textbooks  and  library  materials,  will  be  selectee  'J 
by  the  staff  after  a  careful  consideration  of  alternatives.  Consideratior 
will  be  given  to  the  needs  of  individual  students,  the  diversity  of  ap -wr 
peal,  the  presentation  of  different  points  of  view,  the  provision  o1 
many  different  levels  of  learning,  the  lack  of  bias  in  regard  to  sex,  race, 
and  creed,  and  superior  format  and  artistic  quality. 

The  board  reserves  the  right  to  approve  all  materials  selections. 


408     Controversial  Issues 


408.1 


408.2 


Controversial  issues  arise  from  conflicts  among  special  interests, 
beliefs,  or  affiliations  of  groups  of  citizens  and  over  conflicting  points 
of  view 

The  board  holds  that  free  discussion  of  controversial  issues  is  essential 
to  the  democratic  process.  Freedom  of  speech  and  free  access  to  in- 
formation are  critical  to  the  American  way  of  life.  Most  pupils  are 
mature  enough  to  begin  serious  study  of  the  important  controversial 
issues  facing  our  society. 

It  is  the  school's  responsibility  to  make  provision  for  this  kind  of  study 
and  to  develop  in  the  student  the  skills  and  attitudes  needed  to  make 
personal  decisions  concerning  controversial  issues. 

The  teacher  will  guide  students  in  the  study  of  controversies  in  an  ob- 
jective and  unbiased  manner  and  will  give  opportunity  for  critical 
thinking,  the  development  of  tolerance,  and  understanding  conflicting 
points  of  view. 

The  study  of  controversial  issues  will  be  part  of  the  natural  order  of 
study  and  will  not  be  set  apart  from  the  ordinary  prescribed  course  of 
study. 

Race,  Creed,  Sex,  Handicap    Issues  dealing  with  race,  creed,  sex,  or  handicap  will  be  handled  with 

respect,  impartiality,  objectivity,  and  balance.  The  board  mandates 
that  these  issues  be  approached  from  the  standpoint  of  individual 
dignity,  equality  in  its  fullest  sense,  and  an  understanding  of  others' 
points  of  view,  problems,  and  actions. 


Teacher's  Role 


409     Library 


409.1 


409.2 


Personnel 


Collection 


409.3 


409.4 


Expenditures 


Programs 


The  board  views  the  library  as  an  important  component  of  the  school's 
educational  function.  It  believes  the  standards  set  for  the  selection  of 
library  personnel  and  materials  are  as  important  for  the  library  as  for 
the  classroom.  Therefore,  it  has  set  the  following  policies. 

The  board  will  seek  and  hire  a  teacher  with  a  minimum  of  nine  (9) 
hours  of  training  in  library  science.  That  staff  member  will  be  released 

from  other  instructional  duties  hours  a  day  to  work  in  the 

library. 

The  library  collection  shall  include  instructional  items  in  numbers  suf- 
ficient to  meet  staff  and  student  needs. 

The  items  shall  be  selected  to  represent  as  nearly  as  possible  all  areas 
of  the  curriculum  at  the  appropriate  reading  level  and  interests  of 
students. 

The  district  shall  budget  monies  for  library  materials  in  keeping  with 
Montana  School  Accreditation  Standard  404,  section  6. 

The  librarian  and  teachers  shall  provide  students  with  instruction  in 
use  of  the  library. 

Students  shall  have  open  access  to  the  library  to  use  its  book  and 
media  collection  during  the  instructional  day. 
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Materials 
Selection  Policy 


The  library  shall  include  both  printed  materials  and  media  software 


Criteria  for  Selection 
and  Culling 


Professional  Aids  for 
Materials  Selection 


The  board  of  School  District 


believes  that  school  libraries  are 


concerned  with  generating  understanding  of  American  freedoms  and 
with  the  preservation  of  these  freedoms  through  the  development  of 
informed  and  responsible  citizens  Therefore,  the  selection  policies  for 
library  materials  are  based  on  these  principles: 

a.  Library  materials  should  enrich  and  support  the  curriculum,  tak- 
ing into  consideration  the  interests,  abilities,  and  maturity  levels 
of  all  students  served. 

b.  Library  materials  should  stimulate  growth  in  factual  knowledge, 
literary  appreciation,  aesthetic  values,  and  ethical  standards. 

c.  Library  materials  should  provide  a  background  of  information 
which  will  enable  pupils  to  make  intelligent  judgments  in  their 
daily  lives. 

d.  Library  materials  should  provide  opposing  views  on  controver- 
sial issues  so  that  young  citizens  may  develop,  under  guidance, 
the  practice  of  critical  reading  and  thinking. 

e.  Library  materials  should  be  representative  of  the  many  religious, 
ethnic,  and  cultural  groups  and  their  contributions  to  American 
heritage. 

f.  Library  materials  should  be  chosen  to  represent  principle  above 
personal  opinion  and  reason  above  prejudice.  This  ensures  a 
comprehensive  collection  appropriate  for  the  library  users. 

The  selection  of  new  materials  and  judgments  made  about  materials 
already  in  the  collection  will  be  based  on: 

a.  individual  student  needs 

b.  curriculum  needs 

c.  requests  of  instructional  staff,  students,  and  parents 

When  materials  no  longer  meet  the  above  criteria,  they  shall  be  culled 
from  the  collection  in  order  to  maintain  the  collection's  relevance  to 
the  school's  function 

The  following  may  assist  in  materials  selection: 

a.  Elementary  School  Library  Collection 

b.  Children's  Books  Too  Good  to  Miss 

c.  Children's  Catalog 

d.  Bibliographies  listed  in  various  texts  adopted  by  the  district 


Materials  Selection 
Committee 


Objections  to  Items 
in  the  Collection 


The  librarian,  supervising  teacher,  and  one  other  teacher  shall  form  a 
selection  committee  It  will  examine  all  requests  for  materials  and 
make  the  decisions  based  on  the  principles  and  criteria  stated  above 
Final  responsibility  for  what  appears  in  the  library  collection  rests  with 
the  board 

If  an  individual  or  group  object  to  any  items  in  the  library  collection, 
they  shall  be  asked  to  submit  a  written  response  to  a  questionnaire 
(see  Appendix  C).  When  the  individual  has  returned  the  written  form, 
he/she  will  meet  with  a  review  committee  that  has  been  specially  ap- 
pointed by  the  board  This  committee  will  be  comprised  of  a  parent,  a 
teacher,  a  student,  the  supervising  teacher,  and  the  board  chairperson 
The  board  chairperson  shall  head  the  review  committee 

This  committee  will  evaluate  the  merits  of  the  item  in  question  and 
make  recommendations  to  the  full  school  board,  which  shall  make  the 
final  decision   (See  Appendix  H  for  committee  guidelines  ) 
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AUXILIARY  SERVICES 


425     Transportation 


425.1  Eligible  Transportees 


425.2  School  Bus 


425.3  Bus  Driver 


425.4  Route  Change  Procedure 


425.5  Other  Uses  of  Buses 


425.6  Interruption  of  Service 


450     Hot  Lunch  Program 


School   District 


is  authorized  to  provide  school  bus  serv  ( 


while  meeting  certain  conditions  as  described  in  sections  20-10-11 
through  20-10-147  MCA. 

An  eligible  transportee  shall  be  a  public  school  pupil  who  is  not  U 
than  five  (5)  years  of  age  nor  not  yet  twenty-one  (21),  is  a  resident 
Montana  and,  regardless  of  district  boundary,  resides  at  least  three 
miles  over  the  shortest  practical  route  to  school. 

Those  vehicles  owned  by  the  district  to  transport  pupils  shall  be  cle 
ly  marked  as  "school  bus"  and  will  be  maintained  in  accordance  wn 
state  code. 

The  district  will  only  hire  bus  drivers  who  are  qualified  and  have  < 
cellent  driving  records. 

The  board  will  determine  the  route  the  bus  shall  travel  based  on  inf c 
mation  about  the  needs  of  families  served,  safe  road  conditions,  ai 
energy  efficiency.  Board  decisions  will  be  subject  to  the  approval 
the  county  transportation  committee. 

For  safety  reasons,  the  school  bus  and  its  driver  shall  be  employed 
transport  students  on  school-related  activities.  Private  vehicles  ar 
private  drivers  may  only  be  used  with  special  permission  from  tr 
board. 

If  the  bus  cannot  meet  its  regularly  scheduled  run,  the  school  sha 
make  every  effort  to  notify  parents 


(Where  applicable.) 


SCHOOL  FACILITIES  AND  SITE  POLICIES 


501      Real  Property 


The  board  accepts  responsibility  for  maintaining  the  school  buildin 
and  grounds  in  good  repair. 

It  will  provide  safe,  adequate  space  in  which  the  education  progran 
may  be  conducted,  and  it  will  protect  that  space  through  adequate  ir 
surance,  maintenance,  and  repair. 

The  board  will  furnish  the  classrooms  with  furniture  appropriate  to  tht 
tasks  carried  out  in  the  classroom.  It  will  also  provide  appropriatt 
playground  equipment. 

The  board  will  allow  for  regular  inspection  of  the  buildings  and  keer 
them  in  good  repair.  It  will  see  that  smoke  alarms  and  any  othe 
necessary  fire-warning  systems  protect  the  occupants  of  the  building 

In  addition,  it  will  have  the  teachers  and  students  practice  monthly 
fire  drills 

A  flag  will  be  flown  in  the  school  yard  each  day  school  is  in  sessior 
unless  weather  warrants  otherwise. 

In  addition,  each  classroom  will  be  furnished  with  an  American  flag 
and  a  state  flag. 
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2     Remodeling  or  Rebuilding 


If  the  board  must  remodel  or  rebuild,  it  will  meet  the  requirements 
outlined  in  the  Public  Accommodation  and  Consumer  Safety  section 
of  20-6-622  MCA.  It  will  seek  the  approval  of  the  State  Superintendent 
of  Public  Instruction  and  the  Building  Codes  Division  of  the  State 
Department  of  Administration 
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APPENDICES 


APPENDIX  A 

Definitions 

accredited/accreditation— used  in  reference  to  a  school  that  has  been  officially  ap- 
proved as  meeting  the  basic  standards  prescribed  by  the  Montana  Board  of  Public 
Education;  a  condition  prerequisite  to  eligibility  for  state  equalization  aid  payments. 

budget— an  annual  authorization  to  incur  expenses  up  to  a  stated  maximum,  receive 
revenues,  and  disburse  revenues  up  to  the  stated  maximum.  May  refer  to  the  entire 
budget  of  a  school  district  or  to  any  of  the  separate  budgets  within  the  entire  budget. 

certified  staff— school  district  professional  employees  who  have  teacher  or  specialist 
certificates.  Certificates  are  issued  by  the  State  Superintendent  of  Public  Instruction 
in  compliance  with  policies  established  by  the  Montana  Board  of  Public  Education. 

district— a  school  district,  defined  by  statute  as  the  territory  under  the  jurisdiction  of 
a  single  board  of  trustees.  The  three  basic  types  of  districts  are  elementary,  high 
school,  and  county  high  school.  In  addition,  a  district  may  have  one  or  more  of  the 
following  characteristics: 

joint  district— a  school  district  consisting  of  territory  situated  in  more  than  one 
county. 

nonoperating  district— a  school  district  in  which  no  school  is  operated.  Such  a 
district  may  continue  to  exist  for  a  period  of  three  consecutive  years  only. 

operating  district— a  school  district  in  which  at  least  one  school  is  operated. 

MCA  (Montana  Codes  Annotated)— the  official  title  of  the  Montana  statutes  enacted 
into  law  by  the  1979  Legislature.  (Previously  the  statutes  were  called  the  Revised 
Codes  of  Montana,  or  RCM.)  Each  section  of  the  MCA  is  designated  by  a  number  in- 
dicating the  title,  chapter,  part,  and  section.  For  example:  20-9-311  MCA  is  in  Title  20, 
Chapter  9,  Part  3,  and  Section  11  of  the  Montana  Codes  Annotated.  Title  20  laws  and 
other  applicable  statutes  which  deal  with  most  aspects  of  education  are  found  in 
School  Laws  of  Montana. 

PI  day  (pupil  instruction  day)— a  pupil  instruction  day  occurs  when  schools  provide 
organized  instruction  to  pupils  under  the  supervision  of  a  teacher  (see  also  PIR  day). 

PIR  day  (pupil  instruction-related  day)— although  not  used  for  pupil  instruction,  it  is 
part  of  the  school  year  for  budgeting  purposes. 

school  year— the  number  of  days  that  school  is  in  session.  The  statutory  requirement 
is  that  school  be  in  session  at  least  180  days  during  any  school  year. 

From  the  School  Finance  and  Statistics  Reference  Manual,  Office  of  Public  Instruction, 
1981. 
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January  1 


January  2 

January  board 
meeting 

January  15 

January  31 


Before  first  Monday 
in  February 


Before  February  1 

February  board 
meeting 

Early  February 

Late  February 

March 

March  board 
meeting 

April  1 

April 

April  board  meeting 

April  15 
By  April  25 


APPENDIX  B 

Board  of  Trustees  Calendar 
(Sample) 

Deadline  for  changing  school  district  boundaries,  effective  un- 
til the  second  Monday  in  August.  Un 

Deadline  for  applying  for  use  of  alternative  standard  in  the  ac- 
creditation process. 

Teachers  make  up  supply  orders. 
Insurance  review. 

Commence  employee  negotiations. 

By  this  date,  the  board  of  trustees  must  see  that  all  school  bus 
drivers  have  completed  first  aid  requirements. 

Board  of  trustees  applies  to  the  State  Superintendent  of  Public 
ro  rUaCm0n  approval  of  sPecial  education  classes  and/or 

Board    of    trustees    transmits    to    county   superintendent    the 
district  transportation  claims  (two  copies). 

Review  supply  budget  requests  and  complete  projected  costs 
Select  election  date  for  mill  levy  (40  days  notice) 

Projected  class  size  survey. 

Teachers  meet  to  discuss  tentative  supply  budget. 

Candidate  for  trustee  must  file  for  election  with  clerk  of  the 
district  not  less  than  20  days  before  election  day  (except  first 
class  elementary  districts).  except  nrst 

Projected  class  size  estimates  to  board.  Prepare  preliminary 
budget  with  supporting  data  for  all  items  except  salary  if 
negotiations  are  incomplete. 

Notification  of  tenured  teachers'  contracts. 

Run  the  levy  vote  with  the  school  board  election. 

School  calendar. 

Preliminary  school  budget  revisions. 

Evaluate  transportation  program. 

Notification  of  nontenured  teachers'  contracts. 

Board  of  trustees  of  school  district  without  a  district 
supermtendent  transmits  to  county  superintendent  the  "School 
District  Application  to  Schedule  Pupil  Instruction-Related 
uays    tor  the  ensuing  year. 
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By  May  1 


May 


By  May  10 


By  May  15 


Trustees  apply  to  county  superintendent  for  school  isolation 
status  when  ANB  will  be  less  than  10  for  elementary  or  less  than 
25  for  high  school. 

Board  of  trustees  (for  school  districts  with  a  district  superinten- 
dent) or  county  superintendent  (acting  as  administrator  for 
school  districts  without  a  district  superintendent)  transmits  to 
State  Superintendent  of  Public  Instruction  the  "School  District 
Applications  to  Schedule  Pupil  Instruction-Related  Days"  for 
the  ensuing  year. 

County  superintendent  publishes  notice  of  preliminary  budget 
meetings  to  be  held  by  each  school  district  on  the  fourth  Mon- 
day in  June.  If  a  taxpayer  information  hearing  is  to  be  held  in 
conjunction  with  preliminary  budget  meeting  under  15-10-104 
MCA,  notice  must  also  be  given  approximately  7  days  before 
fourth  Monday  in  June. 

Advertise  for  new  staff  members. 

Trustees  apply  to  State  Superintendent  of  Public  Instruction  for 
approval  of  increase  in  ANB  due  to  unusual  enrollment  in- 
crease when  enrollment  is  expected  to  increase  more  than  6 
percent.  State  Superintendent  must  act  by  fourth  Monday  in 
June. 

Board  of  trustees  transmits  two  copies  of  district  transportation 
claims  to  county  superintendent. 


Before  fourth 
Monday  in  June 


May  board  meeting     Annual  review  and  revision  of  board  policy. 

By  second  Monday      Trustees  of  local  school  district  eligible  for  state  impact  aid 
in  june  submit  application  to  State  Superintendent  of  Public  Instruc- 

tion. 

Parents  must  petition  trustees  for  opening  or  reopening  of  an 
elementary  school.  Approval  process  includes  trustees,  county 
superintendent,  board  of  county  commissioners  and  State 
Superintendent  of  Public  Instruction. 

Trustees  apply  for  approval  by  county  transportation  commit- 
tee of  all  bus  routing  and  of  any  increased  reimbursements  for 
individual  transportation  due  to  isolation  of  the  transportee. 
Transportation  committee  must  act  by  fourth  Monday  in  June. 
Trustees  act  on  any  applications  for  increased  individual 
transportation  reimbursements  due  to  isolation  of  the 
transportee. 

Trustees  apply  to  State  Superintendent  of  Public  Instruction  for 
approval  of  transfer  of  ANB  from  closed  school. 

June  board  meeting     Complete  building  maintenance  and  construction  survey.  In- 
itiate maintenance  and  construction. 
Contract  for  school  bus  and  hot  lunch  program. 


Fourth  Monday 
in  June 


Adopt  preliminary  budget  at  public  meeting. 
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Between  June  15 
and  July  15 


Fourth  Monday 
in  July 

Before  August  1 


By  August  1 

August  1 
October 


By  October  15 


After  December  31 


Board  of  trustees  of  third  class  school  district  not  maintainin; 
a  high  school  delivers  financial  records  to  county  auditor  o 
county  treasurer  for  auditing. 

Adopt  final  budget  for  fiscal  year. 


Trustees  conduct  special  levy  election  for  authority  to  adopt  < 
general  fund  budget  in  excess  of  the  amount  established  b' 
law. 

Trustees  must  make  annual  financial  report  to  count> 
superintendent. 

Registration  of  new  students. 

Teacher  or  specialist  must  register  teaching  certificate  witt 
county  superintendent  within  60  days  after  starting  work 
(Salary  is  not  paid  until  certificate  is  registered.) 

Board  of  trustees  transmits  a  copy  of  transportation  contract  tc 
each  parent  or  guardian  with  whom  a  contract  was  made. 

Board  of  trustees  transmits  to  county  superintendent  "Applica 
tion  for  Registration  of  School  Bus  and  State  Reimbursement' 
(forms  T-1  and  T-2)  for  each  bus  route  and  each  bus. 

Board  of  trustees  transmits  "Fall  Report"  to  State  Superinten 
dent  of  Public  Instruction  and  county  superintendent  foi 
school  accreditation  and  other  purposes. 

Board  of  trustees  may  adopt  resolution  of  emergency  due  to  in- 
creased enrollment  beyond  reasonable  expectation.  Se€ 
statutes  for  a  detailed  procedure  for  emergency  budgeting. 


From  the  School  Finance  and  Statistics  Reference  Manual  and     Monforton  School 
Board  Policy. 
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APPENDIX  C 

School  Trustees  Meeting  Agenda 
(Sample) 

I.  Roll  call  should  include: 

—  date,  time,  and  place  of  meeting 

—  names  of  all  trustees  present 

—  names  of  all  visitors  present  (if  necessary,  send  a  paper  around) 

II.  Approval  of  minutes*  of  previous  meeting 

—  Minutes  are  read  aloud. 

III.  Recognition  of  visitors 

IV.  Communications 

—  Read  all  letters  aloud. 

V.  Approval  of  expenditures  for  the  month  of 

VI.  Old  business 

VII.  Teachers'  report,  recommendations,  items  of  information 

VIII.  New  business 

IX.  Adjournment 


*School  board  of  trustees  minutes  should  include  the  following: 

1.  Date,  time,  and  place  of  meeting 

2.  Names  of  all  trustees  present 

3.  Names  of  all  visitors  present 

4.  The  substance  of  all  matters  proposed,  discussed,  or  decided 

5.  Full  and  permanent  record  of  all  adopted  policies 

6.  Wording  of  motions 

7.  Voting  records  of  each  trustee 

8.  Detailed  statement  of  all  expenditures  of  money  with  the  name  of  person  or 
business  to  whom  payment  is  made,  and  showing  service  rendered  or  goods 
furnished 

Reference:  20-3-323  MCA 
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APPENDIX  D 

The  Parliamentary  Guide 

1.  Justice  and  courtesy  for  all. 

2.  Do  only  one  thing  at  a  time. 

3.  The  majority  rules. 

4.  The  minority  must  be  heard. 

5.  Each  proposition  is  entitled  to  a  full  and  free  debate. 

6.  The  desires  of  the  individual  must  be  merged  into  the  larger  unit  — the  organiza- 
tion or  assembly. 

7.  The  purpose  is  to  facilitate  action,  not  to  obstruct  it. 

Steps  in  Passing  a  Motion 

Before  studying  a  specific  motion,  you  need  to  know  the  basic  method  of  handling  all 
motions.  The  steps  are: 

A.  A  member  obtains  the  floor.  She/he  addresses  the  chair  as  "Mr.  Chairman"  or 
"Madam  Chairman."  The  chair  recognizes  the  speaker  by  name  or  with  a  nod  if 
the  name  is  not  known. 

B.  The  member  presents  the  motion:  "I  move  that  Ms.  Jones  hold  a  student  con- 
ference on  November  21." 

C.  Another  member  second  this  motion:  "I  second  the  motion." 

D.  The  chair  then  states  the  motion:  "It  has  been  moved  and  seconded  that  Ms. 
Jones  hold  a  student  conference  on  November  21." 

E.  The  chair  calls  for  debate  (discussion):  "The  motion  is  now  open  for  debate 
(discussion)." 

F.  Debate  takes  place  on  the  motion;  each  member  wishing  to  speak  must  first  ob- 
tain the  floor  before  speaking  to  the  group.  If  no  one  wishes  to  speak,  the  chair 
proceeds  to  the  next  step. 

G.  When  debate  seems  to  have  been  concluded,  the  chair  checks  to  see  whether  the 
members  wish  to  continue  the  debate  or  wish  to  vote.  Chair:  "Are  you  ready  for 
the  question?"  The  members'  response  to  this  inquiry  is  "Question!"  if  they  wish 
to  vote  on  the  motion. 

H.  The  chair  "puts"  the  motion:  "The  motion  before  the  house  is  that  Ms.  Jones  hold 
a  student  conference  on  November  21." 

I.  The  chair  asks  for  a  vote  on  the  motion:  "All  those  in  favor  of  the  motion  please 
say  'aye.'  Those  opposed  say  'no.'" 

J.  The  chair  states  the  result  of  the  vote:  "The  motion  is  carried"  or  "The  motion  is 
lost." 
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APPENDIX  E 

Areas  of  Responsibility  for  Personnel 
(Sample) 

SUPERVISING  TEACHER/PRINCIPAL 

The  supervising  teacher/principal  will: 

—  handle  any  paperwork  pertaining  to  students:  send  out  transcripts  on  requests  from 
other  districts,  send  for  transcripts  of  new  students  in  district,  file  records  not 
already  filed  by  classroom  teacher  (fall  reports). 

—  handle  any  and  all  discipline  problems  that  may  arise  during  the  school  day  accord- 
ing to  the  board's  policy  as  set  forth  in  the  school  board  minutes. 

—  write  up  any  incident  after  talking  with  student.  (Classroom  teacher  is  responsible 
for  writing  up  the  incident  that  occurred  in  his/her  classroom.)  Reports  will  be  filed 
in  office. 

—  document,  in  writing  to  student's  parents  or  guardian  and  board,  the  incident  if  sus- 
pension takes  place.  Copy  of  letter  filed  in  office. 

—  if  a  meeting  is  called  by  the  parent  and/or  board,  the  supervising  teacher/principal 
as  well  as  the  classroom  teacher  will  attend  sessions. 

—  order  classroom  supplies,  materials,  and  textbooks.  These  orders  will  be  checked 
upon  arrival  at  school. 

—  be  responsible  for  setting  up  the  school  calendar. 

—  be  responsible  for  collecting  school  registers  for  the  county  superintendent  of 
schools. 

—  set  up  testing  schedules  (fall  and  spring)  for  classroom  teachers  and  be  responsible 
for  handing  out  and  collecting  all  test  results. 

—  set  up  extracurricular  activities  schedule  (e.g.,  Christmas  program,  evening  recrea- 
tion). 

—  set  up  schedule  for  health  department  visits  and  other  visitors,  avoiding  disruption 
of  normal  classroom  routine,  if  possible. 

—  provide  school  patrons  and  community  with  newsletters  of  school  activities 
planned  for  the  near  future. 

—  arrange  for  substitutes  if  classroom  teacher  is  unable  to  locate  a  substitute  from  the 
recommended  list  approved  by  the  supervising  teacher  and  board. 

—  gather  information  from  each  classroom  teacher  as  to  what  event  will  be  taking 
place  each  month  and  give  the  clerk  the  information  so  that  a  letter  can  be  sent  to 
each  board  member. 

—  be  in  charge  of  handing  out,  updating,  and  collecting  individual  classroom  inven- 
tories. 

—  keep  records  of  all  leave  used  by  the  staff. 

—  notify  the  board  in  advance  of  any  upcoming  field  trips  so  that  the  board  may  ap- 
prove or  disapprove  the  trip  before  it  occurs. 

—  pick  up  school  mail  daily  unless  the  clerk  or  aide  has  already  done  so. 

—  be  in  charge  of  handing  out  a  school  key  for  after-school  activities  that  the  board 
has  approved. 

—  be  responsible  for  collecting  fees  from  groups  using  school. 
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bring  matters  of  concern  to  the  classroom  teacher  and  noncertif  ied  staff  to  board's 
attention. 

—  attend  school  board  meetings. 

—  hold  staff  meetings  the  day  before  regularly  scheduled  board  meetings.  May  also 
call  for  certified  staff  meeting. 

—  conduct  a  minimum  of  eight  (8)  fire  drills  during  school  year. 

—  observe  or  have  knowledge  of  material  being  presented  by  teachers  to  students  in 
the  various  classrooms. 

—  be  required  to  begin  this  job  two  (2)  weeks  prior  to  the  beginning  of  the  school  year 
and  finish  two  (2)  weeks  after  school  ends  in  the  spring. 

The  above  duties  shall  be  carried  out  before  and/or  after  school  or  during  break  time 
unless  specifically  stated  by  the  board  to  use  classroom  time  (as  in  observing  classes). 
The  business  as  stated  on  this  job  description  does  not  need  to  be  done  during 
classroom  time. 


From  East  Glacier  Park  school  policy. 

CLERK 

The  clerk  performs  the  duties  of  the  position  as  described  in  20-3-325  MCA  and  any 
other  such  duties  as  authorized  or  directed  by  the  board  of  trustees.  The  clerk  shall: 

—  attend  all  regular  and  special  board  meetings  and  keep  an  accurate  and  permanent 
record  of  the  proceedings. 

—  keep  the  clerk's  records  in  an  orderly  manner. 

—  make  out  all  warrants. 

—  give  notice  of  annual  and  special  elections. 

—  make  annual  financial  statement. 

—  prepare  ballots  for  district  school  elections. 

—  prepare  advertisements  for  calling  for  bids. 

—  prepare  transportation  contracts. 

—  make  monthly  report  and  financial  report  to  state  on  the  lunch  program. 

—  make  quarterly  report  for  social  security. 

—  make  monthly  report  for  teachers'  retirement  and  PERS. 

—  make  quarterly  reports  for  federal  and  state  income  tax. 

—  make  W-2  forms  for  employees. 

—  make  semi-annual  report  for  Workers'  Compensation. 

—  keep  cash  records  up  to  date. 

—  make  teacher  and  other  employee  contracts. 

—  transmit  treasurer's  copy  of  warrants  and  balance  with  treasurer. 

—  write  communications  as  directed  by  the  board. 

34 


—  notify  the  trustees  and  teachers  of  time  of  board  meeting. 

—  be  responsible  for  the  expenditure  of  funds  in  the  various  budgets  as  established  by 
the  school  board. 

—  be  responsible  for  ordering  all  supplies  and  equipment,  after  approval  by  the  board. 

—  prepare  an  agenda  for  each  board  meeting  and  give  to  each  board  member  before 
the  meeting. 


The  first  two  items  are  from  East  Glacier  Park  school  policy.  The  remaining  are  from 
Dupuyer  School  District  2  policy. 


CUSTODIAN 

The  custodian  will: 

—  sweep  the  classrooms,  halls,  lavatories  and  multi-purpose  room  daily. 

—  mop  all  floors  on  Friday. 

—  dust  (or  wash  when  needed)  the  classroom  furniture,  cupboards,  window  sills  daily. 

—  empty  wastebaskets  daily. 

—  clean  the  building  thoroughly  and  wash  windows  three  times  a  year  (at  the  begin- 
ning of  the  school  year,  during  Christmas  vacation,  and  at  the  end  of  the  school 
year). 

—  keep  the  sidewalks  free  of  snow  and  ice. 

—  check  the  temperature  in  the  pump  house  to  keep  from  freezing. 

—  clean  the  fixtures  in  the  lavatories  daily. 

—  note  need  of  repairs  or  improvements  and  report  to  the  school  board. 

—  check  and  clean  filters  every  two  weeks  and  change  when  necessary. 

—  display  flag. 


From  Dupuyer  School  District  2  policy. 
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APPENDIX  F 

Reduction  in  Work  Force 
(Sample  Policy  and  Procedure) 


INTRODUCTION 


Although  no  immediate  reduction  in  the  school  district  work  force  is  anticipated,  the 
following  policy  shall  be  adhered  to  whenever  lay-offs  become  a  necessity. 

It  shall  be  the  basic  policy  of  the  school  district  that  no  reduction  in  the  work  force 
shall  be  instituted  until  other  alternatives  to  accomplish  the  desired  objectives  have 
been  considered. 

In  the  absence  of  statutory  law  concerning  reduction  in  work  force  or  lay-offs,  the 
following  policy  shall  be  used  unless  it  conflicts  with  negotiated  labor  contract  provi- 
sions, which  shall  be  controlling  and  take  precedence  to  the  extent  applicable. 


POLICY 

A.  If  it  is  necessary  to  achieve  a  reduction  in  work  force,  consideration  must  be 
given  to  the  programs  to  be  carried  out  by  the  school  district  and  the  staff  struc- 
ture which,  after  the  reduction,  will  most  expeditiously  achieve  program  objec- 
tives. Accordingly,  employees  will  be  retained  giving  consideration  to  skill  levels, 
experience  related  to  program  objectives  and  school  district  needs,  and  tenure. 

B.  Each  employee  lay-off  action  must  be  reviewed  and  approved  by  the  board  of 
trustees.  Each  employee  must  be  counseled  as  much  in  advance  of  the  an- 
ticipated action  as  possible  regarding  available  options  and  reasons  for  lay-off. 

C.  An  employee  must  be  given  written  notice  a  minimum  of 

preceding  the  effective  date  of  lay-off. 

D.  The  school  district  shall  maintain  a  roster  of  employees  who  have  been  laid  off 
and  will  offer  reinstatement  on  the  basis  of  program  objectives,  skill  levels,  ex- 
perience, tenure  with  the  district,  and  the  needs  of  the  school  district  as  deter- 
mined by  the  board  of  trustees. 

E.  Specific  reinstatement  offers  shall  be  made  to  the  employee  in  writing.  The 

employee  must  accept  or  reject  the  reinstatement  offer  in  writing  within 

days  following  receipt  of  the  offer.  If  a  reinstatement  offer  is  rejected  by  the 
employee,  the  employee  loses  all  rights  to  the  employment  offered,  but  remains 
in  an  inactive  status  if  applicable. 

F.  Lay-off  shall  not  be  used  as  an  alternative  to  discharging  an  employee  for  cause 
or  disciplinary  purposes.  Unsatisfactory  employees  should  not  be  placed  on  a 
recall  list  and  should  not  be  given  priority  rehire  consideration,  but  they  should 
be  terminated  subsequent  to  complete  and  appropriate  evaluation,  review,  and 
documentation. 

G.  This  lay-off  policy  will  apply  to  permanent,  full-  or  part-time  employees  and  will 
not  apply  to  seasonal  employees  whose  employment  is  regularly  interrupted  by 
the  seasonal  nature  of  their  work. 
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APPENDIX  G 


Request  for  Reconsideration 
of  Library  Materials 

(Sample) 


Title     Book Periodical Other 

Author    

Publisher    

Request  initiated  by 

Address 


City State Zip Telephone 

Do  you  represent: 


Yourself 

An  organization  (name) 

Other  group  (name) 


1 .  To  what  in  the  work  do  you  object  (Please  be  specific.  Cite  page.)_ 


2.  Did  you  read  the  entire  work? If  no,  what  parts? 


3.  What  do  you  feel  might  be  the  result  of  reading  this  work? 


4.  For  what  age  group  would  you  recommend  this  work?. 

5.  What  do  you  believe  is  the  theme  of  this  work? 


6.  Are  you  aware  of  judgments  of  this  work  by  literary  critics? 


7.  What  would  you  like  your  library/school  to  do  about  this  work? 

Do  not  assign/lend  it  to  my  child. 

Return  it  to  the  staff  selection  committee/department  for  reevaluation. 

Other.  Explain . 
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8.          In  its  place,  what  work  would  you  recommend  that  would  convey  as  valuable  a 
picture  and  perspective  of  the  subject  treated?  


Signature Date 


Reprinted  from  the  Academic  Freedom  Croup  Workshop  Resource  Book,  Spokane,  September  1981 
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APPENDIX  H 

Instructions  to  Library  Materials  Evaluation  Committee 

(Sample) 


Bear  in  mind  the  principles  of  the  freedom  to  learn  and  to  read  and  base  your  deci- 
sion on  these  broad  principles  rather  than  on  defense  of  individual  materials.  Freedom 
of  inquiry  is  vital  to  education  in  a  democracy. 

Study  thoroughly  all  materials  referred  to  you  and  read  available  reviews.  The 
general  acceptance  of  the  materials  should  be  checked  by  consulting  standard 
evaluation  aids  and  local  holdings  in  other  schools. 

Passages  or  parts  should  not  be  pulled  out  of  context.  The  values  or  faults  should  be 
weighed  against  each  other  and  the  opinions  based  on  the  materials  as  a  whole. 

Your  report,  presenting  both  majority  and  minority  opinions,  will  be  presented  by 
the  principal  to  the  complainant  at  the  conclusion  of  our  discussion  of  the  questioned 
material. 


Reprinted  from  the  Academic  Freedom  Croup  Workshop  Resource  Book,  Spokane,  September  1981. 
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APPENDIX  I 

Due  Process 
(Sample) 


1.  A  student  must  be  given  an  opportunity  for  a  hearing  if  the  student,  the  student's 
parents  or  guardian  indicate  a  desire  for  one.  A  hearing  shall  be  held  to  allow  the 
student,  parent  or  guardian  to  contest  the  fact  which  may  lead  to  disciplinary  ac- 
tion, or  to  contest  the  appropriateness  of  the  sanction  imposed  by  a  disciplinary 
authority,  or  if  the  student,  parents  or  guardian  allege  prejudice  or  unfairness  on 
the  part  of  the  school  district  authority. 

a.  The  notice  of  demand  for  a  hearing  shall  be  in  writing  and  shall  be  signed  by 
the  student,  parent  or  guardian.  This  notice  shall  specify  the  grounds  for  the 
hearing. 

b.  The  notice  shall  be  filed  with  the  school  principal  within  10  school  days  of 
the  disciplinary  action. 

2.  The  hearing  authority  in  each  case  shall  be  designated  by  the  superintendent. 

3.  The  hearing  authority  may  request  the  student,  the  student's  parent  or  the  stu- 
dent's guardian  to  attempt  conciliation  first,  but  if  the  student,  parents  or  guar- 
dian decline  this  request  the  hearing  shall  be  held  within  10  school  days  of  the 
receipt  of  the  notice. 

4.  The  following  procedural  guidelines  shall  govern  the  hearings: 

a.  Written  notice  of  charges  against  a  student  shall  be  supplied  to  the  student, 
parents  or  guardian  prior  to  the  hearing  date. 

b.  The  student,  parents  or  guardian  shall  be  present  at  the  hearing. 

c.  The  student,  parents  or  guardian  may  be  represented  by  legal  counsel. 

d.  The  student  shall  be  given  an  opportunity  to  give  his  or  her  version  of  the 
facts  and  their  implications.  He  or  she  should  be  allowed  to  offer  the 
testimony  of  other  witnesses  and  other  evidence. 

e.  The  student  shall  be  allowed  to  observe  all  evidence  offered  against  him  or 
her.  In  addition,  he  or  she  shall  be  allowed  to  question  any  witness. 

f.  The  hearing  authority  shall  make  his  or  her  determination  solely  upon  the 
evidence  presented  at  the  hearing. 

g.  A  written  finding  by  the  hearing  authority  shall  be  filed  with  the  superinten- 
dent within  5  school  days  after  the  hearing,  and  this  finding  shall  be  available 
to  the  student,  the  student's  parents  or  guardian. 

h.  The  student  and  his  or  her  parent  or  guardian  shall  be  made  aware  of  their  right  to 
appeal  the  decision  of  the  hearing  authority  to  the  appropriate  school  authority. 

Sample  regulation  from:  Longview  School  District  No.  122,  Longview,  Washington. 

Reprinted  from  Croft— NEI  School  Board  Pol       System  I,  Bureau  of  Practice,  Inc.,  Waterford,  Connec- 
ticut, 1977. 
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